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WELCOME ABOARD!

Please join us in welcoming the following new Team members who started at the Institute between March 24
and April 6, 1999:
Merav Pfeffer: Psychometric Research Assistant, Examinations (Team #044) x3139. Merav comes to the

Institute from Mount Sinai School of Medicine where she was a Research Coordinator.
TRANSFERS & PROMOTIONS

The following Team members recently received transfers and/or promotions:
Sherisse Ayala: has been promoted to Conference Assistant from Meetings Assistant in Meetings & Travel

(Team #013).
Irene Cohen and Beverly Macintosh have had their titles changed to Facilities Management Associate from
Receptionist in Facilities Management—New York (Team #070).

Melissa Rothchild: has been promoted to Associate Marketing Manager from Assistant Marketing Manager—
Publications in Marketing and Product Management (Team # 006)

Lydia Ruiz: has transferred to Member Satisfaction Representative, Member Satisfaction (Team #080) from

Lead Order Representative, Member Satisfaction—Group Study (Team #025).
Much luck in your new assignments!

IT’S TIME TO THINK ABOUT
SUMMER INTERNS

If your Team is considering using an intern for the summer, it’s important to contact Laurie Diemer in Human
Resources at x3827. Even if you already have a student in mind to fill the internship position, all Teams must
contact Laurie before hiring an intern as all interns must be processed through Human Resources. If you
would like to hire an intern but do not have a student in mind, Laurie can help there as well. She can discuss
with you what your needs are, what kinds of skills the intern should have, what kinds of skills the intern may
learn through his or her internship at the AICPA, how many hours per week you expect the intern to be
working, and for how long you expect the internship to last. From there, Laurie can help place an intern in
your Team's area from the pool of resources available through HR contacts. In addition, any employee who
knows of a student who would like to work for the Institute as a summer intern should contact Laurie (sorry,
internships are not open to relatives of AICPA employees). If you’re considering an intern for the summer,
please contact Laurie by April 30, 1999.

DON’T MISS LIVE DEMOS OF THE REVAMPED AICPA ON-LINE

Would you like to get a heads up on how the revised AICPA.org will benefit you and our members? Would
you like to understand the new features and layout of the site? Have you already checked out the preview site
(http://209.208.225.91) and have suggestions or questions for the On-line Team?
If you answered “yes” to any of the above, please plan on attending live demos of the site. The scheduled
dates, places and times are listed below:
DATE

PLACE

TIME

April 7th
April 8th
April 9th

NY Office—Member Conference Room
NJ Office—Conference Room 3
DC Office—Room A

9am - 1pm
9am - 1pm
9am - 1pm

A member of the On-line Team will be available to walk interested employees through the site in anticipation
of the re-launch of AICPA.org on the Internet at the end of April. Refreshments will be served.
Please take advantage of this opportunity to learn about one of our most powerful tools for moving the CPA
profession forward toward its Vision.

WE RE LOOKING FOR A FEW GOOD GRADERS AND CLERICALS!

The Institute needs your help in recruiting temporary graders and clerical staff
to assist with the grading of the May 1999 Uniform CPA Examination. All
work is done from our Harborside office.

Grader assignments begin May 20, 1999 and will last approximately 6 weeks. Grader candidates need to be
either licensed CPA’s or licensed attorneys. Qualified candidates must commit to work a minimum of 3 seven
hour days per week. The grading hours of operation are 6am to 8pm, Monday through Friday, and 6am to 6pm
Saturday and Sunday.
Clerical staff assignments begin May 6, 1999 and will last approximately 2 to 6 weeks. Clerical staff positions
include Data Entry Operators and Clerical Assistants. Data Entry candidates need accurate 5,500 keystrokes
per hour. Clerical assistant candidates need accurate filing and numeric skills. Qualified clerical staff will be
required to commit to a minimum of 2 weeks, working the following hours: (SHIFT 1) Monday to Friday,
7:30am to 3:15pm or (SHIFT 2) Monday to Friday, 3:30pm to 7:15pmplus Saturday, 7:30am to 4pm. We
also require accuracy, attention to detail, pride in work, and a verifiable work history.

For more information on these positions, contact David Harris at x3012. If you have a friend or colleague who
thinks they may be interested in any of these opportunities (sorry, these positions are not open to AICPA
employees or their relatives) please have that person(s) send their resume to the attention of
David Harris in the Harborside office—fax: 201-93 8-3 783 or e-mail: Dharris@aicpa.org. Please include one
of the following codes on the resume: For Graders: EXGR, for Clerical: EXDE (data entry) or EXCA (clerical
assistant). Please have the potential candidate also include the employee’s name that referred them.

BE IN THE KNOW—READ FASTFACT EVERY WEEK!

NY ERGONOMIC SEMINAR: Update

For the upcoming Ergonomic Workshop in the NY office, the meeting room has changed
to Room G (the meeting will not be held in the Member Conference Room).
The date and time are still the same: April 14 from 12:00 noon - 1:00pm

TIPS FOR PERFORMANCE MANAGEMENT—TEAMWORK

Below is the fifth in a series of articles to appear in FastFact that provides tips for performance
management on the AICPA Competencies.

Coupled with Accountabilities & Objectives, Cross-Functional Team participation, and the Training and
Development Plan, each AICPA team member is evaluated on all seven AICPA Business Competencies.
COMPETENCIES are defined as a collection of skills, knowledge and personal attributes that affect how
people do what they do.

When evaluating the AICPA Business Competencies, comments regarding performance should provide
detailed descriptions of how the employee demonstrated the competency in relation to his or her job. The
description may show that the employee has a good understanding of the competency—or it may show that
development is needed.
The following performance characteristics offer some guidelines as to how an individual may have
demonstrated the TEAMWORK competency. These examples relate to different levels of jobs and are for
illustrative purposes only.
TEAMWORK can be described as: Contributes to the day-to-day team efforts; interacts collaboratively
with other team members regardless of level; demonstrates commitment and accountability to team
objectives; encourages full participation from all; seeks assistance from team members; works to resolve
conflicts; attributes success to the whole team.

Reminder: “Teamwork” also includes cross-functional team participation

Examples of having an understanding of the Teamwork Competency:

■
■
■
■
■

Champions the team philosophy; is a resource to teams
Collaborates with others inside and outside the Institute to expedite team activities
Addresses conflict as it occurs; gets team members focused on common goals
Takes appropriate leadership role to keep work team focused; assists others in clarifying their role
Publicly acknowledges the contributions of others; shares recognition with all team members

Examples of needing development or understanding of the Teamwork Competency:

■
■
■
■
■

Avoids participating on teams; finds ways to be excused from meetings on a consistent basis
Does not openly share valuable knowledge/information needed for a team’s effectiveness
Avoids conflict; allows situations to escalate
Unclear as to own role on team
Takes credit for team achievements

Coming in a future issue of FastFact:
Performance management for DEVELOPMENT

I can’t believe I forgot
to read this week’s
FASTFACT
DID YOU MISS IT?

Following summarizes some of the important FastFact articles you
may have missed during the month of March. All back issues of
FastFact are available on VIC—HR’s Virtual Information Center on
the AICPA Intranet. A few copies of the March issues also are
available from Lisa Hudson in HR.

DATE APPEARED

SUBJECT

New Tips For Software Applications (FAQ Bulletin Board)

3/2/99—Edition 102

New Postings on the “Facilities NT’ Bulletin Board (Harborside Requisitions and
Hudson-Bergen Light Rail Transit System)

3/2/99—Edition 102

AICPA “Mystery Shopping” Top 25 Teams for 4th Quarter 1998 Announced

3/9/99—Edition 103

News From Meetings & Travel (new negotiated rates for local hotels)

3/9/99—Edition 103

AICPA Men’s Basketball Team (updates on games’ outcomes)

3/9/99—Edition 103
3/23/99—Edition 105

Tips for Performance Management (tips for evaluating the AICPA Competencies)
■ Customer Service Orientation
■ Leadership

3/16/99—Edition 104
3/30/99—Edition 106

Ergonomic Seminars To Be Offered (in NY, April 14)

3/23/99—Edition 105

Brown Bag Lunches Continue (NJ office, 3/31/99)

3/23/99—Edition 105

Technology Transition Team Formed, Implements First Phase of Accountabilities
Don’t Miss Live Demos of the Revamped AICPA On-Line (April 7, 8, 9)
Warming Up For The Corporate Challenge
April Training Update
Self-Directed Study Successes

3/30/99—Edition
3/30/99—Edition
3/30/99—Edition
3/30/99—Edition
3/30/99—Edition
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